ProjectWise Deliverables
Management (PWDM)

User Training

Externally Initiated
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External Participants — Creating/Issuing Submittals (Web Portal)

NOTE:

Organization = Company registered with Bentley

Transmittal = Data sent outside of organization (Outgoing)

RFI= Request For Information

Submittal = Data received into an organization (Incoming)

Participants = Someone assigned to a project. Can be an internal or external participant
Draft = A partially completed package that can be edited prior to being transmitted
Package = Proposed set of documents being transmitted or submitted

Remember: The sending user issues a Transmittal, and the receiving user receives a Submittal.

1. To access Bentley’s Web portal go to http://www.connect.bentley.com.

If you already have a Bentley account and have accepted an invitation to participate on a project.

a. Enter your Email Address.
b. Enter your Password.
c. Click Sign In.

Sign In

Access your Bentley Services

Email

‘ haazia.fornev@bentlev.com

Password

— ®
Forgot password?

Don't have a profile? Reqgister

2. You will be taken to the Personal Portal

3. From Recent Projects, select which CONNECTED project you want to access.
4. Click on the project to be taken to the project portal.
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http://www.connect.bentley.com/

Personal Portal

Recent Projects Q |

(® Learn Now Y 654321
- Testing (projectWise Deliverable...
I Tr— A
=om ﬁ _654321
; NEW GDOT PWDM Testing
Rhserver

:ARNserver .
€0 Learning
Certificates

P Learning Paths

5. From the Project Portal, click on the ProjectWise Deliverables Management module.

Project Portal o
Month  Quarter Al
Project Activity Applications Most Active Users Most Used Applications
+
No Activity Recorded No Activity Recorded

£ Opesires fitutars
View the total usage by application at each site. [ —

Services

echnology Preview & Technology Preview

6. You are now ready to start exchanging deliverables with project participants of this
project.

7. While at the project portal, click New Transmittal.
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D<] Deliverables Management ‘ o

Incoming Outgoing Drafts

No packages to show.
You haven't received any packages yet

8. The transmittal draft form opens.

9. On the General tab, enter the following:

© oo oo

Subject — Enter brief title describing package.

Purpose — Select a purpose from the pulldown list.

Comments - Provide an overall comment about the package (Optional).

Cover Letter — Either leave the default cover letter or select one from list (Optional).
Classifications — Select a classification from the list (Optional).

10. On the Recipients tab, select which internal and external project participants you want to
send this transmittal to.

a.

© oo o

Select Add recipients.

Select Show Internal or External.

Click on recipient, click Add Selected.

Select Ack or Resp to require recipient to acknowledge or respond or both.
Enter a comment for the recipient (Optional).

11. On the Documents tab,
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a.

Package Upload (through a ZIP file)

i. Select Upload Package for large document package uploads. You must create
a ZIP file containing the files you want to upload. You will be prompted to
browse for the ZIP file.

General Recipients Documents Scheduling Responses

No documents have been uploaded yet.
Upload files in a single ZIP package (recommended for a large packages) or one by one.

Package upload
Recommended for large document package upload.

To speed-up upload of multiple documents and their metadata, please

use the document attribute upload template provided bellow.

@ How to speed-up upload?

B | Download document attribute
Upload package
template



ii. You will be prompted to save the submittal as a draft. Click on Save Draft.

Package upload One-by-one files uplc
Recommended for large document package upload. Recommended for smaller
To speed-up upload of multiple documents and their metadata, please When upload finished, you
use the document attribute upload template provided bellow. uploaded files manually. &

folder's tree. Drag&drop fil
® How to speed-up uploads location.

B | Download document attribute upload

Upload package

template

= N | -

iii. Click on Upload Package again.

iv. Inthe Upload Package dialog, browse for the ZIP file containing the files you
want to include in the submittal, select it, click Open, and then Upload
Package.

b. One-by-one file upload
i. Click on Add files...

One-by-one files upload

Recommended for smaller document packages.

When upload finished, you will be required to enter all the metadata for
uploaded files manually. After uploading files you can optionally create

folder's tree. Drag&drop files to the appropriate folders to change their

-

location.

ii. Select the desired files and click on Open.
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12. On the Scheduling tab,
a. Select an Issue Date — Date you want the package issued to the recipient
i. Setreminder date to be reminded to issue the package.
b. Select an Acknowledge Date — Date you want the package acknowledged by recipient
i. Setreminder date to notify recipient to acknowledge package.
c. Select a Response Date — Date you want to receive response from recipient
i. Setreminder date to be reminded to issue package.

13. To issue transmittal package:
a. Select Save Draft if your transmittal is not ready to be transmitted. This will
save your transmittal and make it available for editing later.
b. Select Send for Review in the dropdown menu next to Issue to send the
transmittal for review by internal participants before issuing.
c. Select Issue from the bottom of the dialogue box and then Confirm.
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Internal Participants — Receiving Submittals

NOTE:

Organization = Company registered with Bentley

Transmittal = Data sent outside of organization (Outgoing)

RFI= Request For Information

Submittal = Data received into an organization (Incoming)

Participants = Someone assigned to a project. Can be an internal or external participant
Draft = A partially completed package that can be edited prior to being transmitted
Package = Proposed set of documents being transmitted or submitted

Remember: The sending user issues a Transmittal, and the receiving user receives a Submittal.

1. When receiving submittals, you will be notified via Microsoft Outlook that a new
submittal package has been received.
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2. To open the package from the email notification, click the link next to
“Or use this link in ProjectWise Explorer”. This will launch your ProjectWise client and
will take you to the package. If the link is not clickable, copy/paste the link into
ProjectWise Explorer’s address bar and press enter. Notice the submittal ID654321-SM-
0000015.
noreply@dot.ga.gov
MNew submittal received - WorkFlow New Submittal , _654321-5SM-0000015

Te Forney, Haasa
Retention Policy 00T RetentionPolicy_Inbox 30 days Expires 41372016

'0 This tem will expare in 28 days. To keep thes tem longer apply a ddferent Retention Polcy

Hello Haaziq Formey,

You have received a new submittal package.

Towview it, click the link below or paste it into your browser's address bar:

WorkFlow New Submittal

or use this link in ProjectWise Explorer: pw://gdot-go-pwis01.gdot.ad. local:ProjectWise/Documents/P{3c36df23- 1edf-4ced-8159-f29405748d31)/7
Deliverables Management=Incoming, GUID={S7CSDBAB-2AEF-4C84-8373-8511917DF371).

Submittal details

Project: NEW GDOT PWDM Testing
Subject: WorkFlow New Submittal
Purpose: For Review
Content: |
Acknowledge by: 3152016 3:59 AM Coordmated Universal Time
Respond by: 3/152016 3:59 AM Coordmated Universal Tume
Issued by: HAAZIQ FORNEY, haarg fornevid bentley.com

This is an automatically generated email notification sent via ProjectWise Deliverables Management senvice.
nl Do not reply to this email. Instead you can tell us what you think about ProjectWise Delverables Management

1. The new submittal package will be highlighted. Click the package.

2. From the General tab, review the cover letter to verify expected contents by clicking on
the cover letter PDF hyperlink.
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3. In the bottom right corner of the dialogue box, Acknowledge the package. This will
import all files to the ProjectWise Client into the project’s pre-configured submittal
documents folder under the organization that sent the package.

- Projects
BL-R _654321 - Testing (ProjectWise Deliverables Mngt)
-0 C5T (Construction)
5:-1..- Maintenance
Egﬂ--L,' PE (Preconstruction)
-4 Print Job
@, Record Plan Sets

-] Submittal documents
_654321-5M-0000001
_654321-5M-0000002
_654321-5M-0000003
_654321-5M-0000004
_654321-5M-0000005
_654321-5M-0000006
_654321-5M-0000007
_654321-5M-0000008
_654321-5M-0000009
: _654321-5M-0000008
_654321-5M-0000011
_654321-5M-0000012
_654321-5M-0000013
_654321-5M-0000014
_654321-5M-0000015
B;.L, Transmittal responses
&Jﬁ Saved Searches
Eﬂ Deliverables Management

SLSASAsASASASAsAsES

m

Sdshsdslols

a)

- % Incoming

&

=+
l_+.-L

{"% Outgoing
Drafts

=

r
=

4. To easily navigate to the folder containing the files, click on the Documents tab and click
on the Go To Folder button in the bottom right corner.
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5. In the submittal folder, select all files, right-click, select New—> Version. Enter current
date as the version name: 03242016, click Ok. This step will keep the original submitted
files intact.

r Al
New Document Version P

[ Version | Comments |
Folder
Name: _654321-5M-0000020
Description _654321-5M-0000020

Document
Name: About Georgia DOT docx

Description:
Version:

Sequence: 0

New version
. Gt ¥
Version 03242016 _ LI

) < [ o

6. Perform a detailed review by opening the new versioned files from the submittal folder
and begin commenting or marking up the file. Be sure to Check-In your files when
exiting so your comments are saved within the document.

7. Navigate to the Incoming—> Submittals section under the ProjectWise Deliverables
Management module for your project. Double-click the package.

q _654321-5M-0000006 FFPR Revision to It ) R 2/23/2016 11:59 PM 2/23/201611:59 PM  For Approval
Ackn dge wledgements 1/1
-

+ _654321-5M-0000011 3/17/2016 10:15 AM 3/5/20169:15 AM For Review

+ _654371-5M-0000014 3/11/2016 11:59 PM 3/11/201611:59 PM  For Approval

8. On the Recipients tab, click Start Responding in the last column on the right labeled
View Response.
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9. You’re taken to the My Response tab,

a. Select a document to respond to. The “Comment” box opens.

b. Type a general comment referring the recipient to review the attached
document containing comments.

c. Select Browse to browse to the submittal folder to select the 03242016
versioned documents and select Open to attach them to the package.

One or more of the added documents are not ProjectWise version documents. If you add these documents, it is possible that other
ProjectWise users may change the state or contents of the documents at any time prior or after issuing the response.

It is recommended that you create versions of the documents, and then add the versioned documents to the Response.
Do you want to continue adding these documents ?

I

[7]Don't show me this message again

@s«mmﬂ-}sﬁu- .

State: Received
@ You have admowledged on 3/22/2016 1:03PM
R ded: Of3 documents (Le:
| General | Recpents | Documents Scheduing Audit Trad Responses My response
Total: 3 ents (1 folde eferences (0 folders). Responded items: 0, Response pending items: 3 Search documents pel
+ 7 (3
- S e . ) Showal v
Fie name Verson State Description Response: Additonal reviewers
7 . 350730-SGNL.dgn Response pendng
7 # 350730-T0P0.dgn
7 ¥ 350730UnEdon
My response Additonalreviewers | Attrbutes |
Respanse:
o R h
Atachments: No stiachments
< il B
e —
e
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11. Select a document.
1. Choose the appropriate response by using pre-loaded comments from Mark
selected as dropdown menu or from the Response dropdown as shown below.
2. When all documents are marked with the appropriate response, select Send
Responses.
3. Click Close.

8 Submittal - _654321-

State: Recenced
) ou have admowiedosd on 3242016 1:12PM
an oy

[ Generd | Recpents | Goouments | schedding MdiTed | Resonses |  Mrresonse

Soarch 2
SR LN [ marksclected ... = [ addrevewes... | Showal [
File name Verson State Description Response Additonal reviewers
A ¢ 322amcrondgn @ Revee | resubmit
¢ sameeedon Q) Revise | resubrit
7 P 3azamence dgn Q) Reviee | resubmit
Myresponse | m»ll Atwbutes |
Response: Revise | resubmt d
Commen See attached fies
Attachments: TR4RCPydon *, [ SR24TIROP.don *, ) MZ24TOENVE o — [

12. After a detailed review has completed, navigate to the submittal folder for the package,
select all files that were submitted, drag/drop them to the correct folder location of
where they will reside within the project folder structure.

13. When prompted to select a Wizard, choose No Wizard, choose Ok.

Document Creation Wizards

Advarcsd

Wizard

[] Make this wizard the defaut.
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14. On “Select an Action dialogue box”, choose Create a New Version of Existing Document.
Click Ok.

The name of the dropped document (gdot-ogo.png’) is not unique in target
folder.

Select one of the following actions
() Create a new document

@ Create a new version of existing document:

(©) Skip this item

[ Apply this choice for all succeeding items

[ ] Define and apply common rules

Version string format

03142016

Add attribute sheets of the source document
Remove attibute sheets of the target document
Apply name of the source document

Apply file name of the source document

Proview +  EEEP[ 0K | [ Cancel
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16. Navigate back to the current submittal folder under the organization and delete it.

A" Projects
-\ 654321 - Testing (ProjectWise Deliverables Mngt)

- CST (Construction)

L:— Maintenance

L:- PE (Preconstruction)

-.{Z Print Job

L:- Record Plan Sets

L:JL:- Submittal documents

' _654321-5M-0000001
_654321-5M-0000002
_654321-5M-0000003
_654321-5M-0000004
_654321-5M-0000005
_654321-5M-0000006
_654321-5M-0000007
_654321-5M-0000008
_654321-5M-0000009
fieriic ystems nd
{7 _654321-5M-0000008
-0 _654321-5M-0000011
--[0 _654321-5M-0000012
{7 _654321-5M-0000013
{7 _654321-5M-0000014
{7 _654321-SM-0000015
#-._ Transmittal responses
-4 Saved Searches

=-EM Deliverables Management
---_ « Incorming

..-_ = Outgoing

Drafts

CEUREGEGGE

|'__‘|..
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External Participants — Receiving Responses

NOTE:

Organization = Company registered with Bentley

Transmittal = Data sent outside of organization (Outgoing)

RFI= Request For Information

Submittal = Data received into an organization (Incoming)

Participants = Someone assigned to a project. Can be an internal or external participant
Draft = A partially completed package that can be edited prior to being transmitted
Package = Proposed set of documents being transmitted or submitted

Remember: The sending user issues a Transmittal, and the receiving user receives a Submittal.

1. When receiving requests to be an additional reviewer, you will be notified via Microsoft
Outlook.

Hello Glenn Williams,
All responses have been received from all recipients for the transmittal package portal test, 654321-TR-0000003.

To view the transmittal response status, click the link below or paste it into your browser's address bar:
portal test

Transmittal details

Project: Testing (projectWise Deliverables Mngt)
Subject: portal test
Purpose: For Review
Content: 1
Acknowledge by: 4/1/2016 11:44 AM Coordinated Universal Time
Respond by: 4/13/2016 11:44 AM Coordinated Universal Time

Issued by: Glenn Williams, glennlaurawilliams@gmail.com

Do not reply to this email. Instead you can tell us what you think about ProjectWise Deliverables Management

ul This is an automatically generated email notification sent via ProjectWise Deliverables Management service.

2. To open the package from the email notification, click the link in the email.

Hello Glenn Williams,
All responses have been received from all recipients for the transmittal package portal test, 654321-TR-0000003.

To view the transmittal response status, click the link below or paste it into your browser's address bar:
portal test

3. When your browser opens, sign in with your Bentley account (if applicable).
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a. Enter your Email Address.
b. Enter your Password.
a. Click Sign In.

4. After successfully logging in, the ProjectWise Deliverables Management portal for the
project will open.

':_L portal test Download responses  w
ued, 1D 654321-TR-0000003

General Recipients Documents Scheduling Responses

Project Testing (projectWise Deliverables Mngt)

Status
Subject portal test
Issued by Glenn Williams <glennlaurawilliams@gmail.com> "
Issue date  03/30/2016 7:44 AM EDT © Acknowledged by all recipients (1)
Last acknowledged by Glenn Williams on 03/30/2016 7:48 AM
Purpose  For Review EDT

Due date: 04/01/2016 7:44 AM EDT
Comments testing portal

Cover letter - - I Response
Cover letter - 654321-TR-0000003. pdf ) Al recigients have respandedi(1)
Last response by Glenn Williams on 03/30/2016 8:52 AM EDT
Due date: 04/13/2016 7:44 AM EDT

5. Click on the Responses tab to see the responses.

General Recipients Documents Scheduling - Responses

6. Click on the plus sign (“+”) beside each file to see the response for that file.
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7. Click on Download Responses to download all files to your PC/server.

- Download responses  w

Responses

17 |Page



